Entitlement-Advance OHA

Introduction:
This section provides the procedures for paying Advance OHA.
References:

Pay, Personnel, Procedures Manual, HRSIC M1000.2A, Chap. 6 and Encl. 1
Chapter 9 - U.S. Coast Guard Pay Manual (Advance OHA)

Procedure:

@ Advance OHA entries must berouted to a supervisor/auditor with CGHRSUP
approval authority. Guidancefor approving officials areincor porated in the applicable
steps of thisguide.

Bealert to how the start date correspondsto polling cut off dates and paydays. For
example, if amember is expecting the advance pay in their 15" of the month payday, this
transaction must processprior to the mid month compute cutoff date. If the member is
expecting the advance pay in their 1% of the month payday, this transaction must process
prior to the end month compute cutoff date.

PERSRUs may enter earningstype ADO.
Corrections and Deletions are not allowed. Changes to the repayment scheduled can be

made using the Compensate Employees > Maintain Entitlements > Use > Advance Liquidation
menu item.
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Start PeopleSoft, sign-in and follow these steps to pay an Advance OHA.

Step Action

1 | Select Menu itemsin the following order.

Home > Compensate Employees > Maintain Entitlements > Use > Employee Entitlements

CGHRSUP User - access viatheir PeopleSoft work list to review and approve. You
may use the work list drop-down box to narrow the search criteria as shown below.

Emplovee List1

Emplovee Review Worklist
Entitlerments HQPC Approval
Entitlerments HRS Approval
Entitlerents HRSIC Approval
‘Entitlements HRSLIP
Except TC WL
Expiration WL
FUMDS_CHAMGE_WL

_Fnrward Wiorklist
Group Build Waork List

Work List:

—_—

Find | viewall  First (4] 10f 1 ] Last

@ Refrezh @Detail Wi

2 | A search page will appear. Enter the member’s Employee ID number or other search criteria
and click the button to select the member you wish to display.

Advanced Technique

Y ou may select the input mode by checking one of the following boxes located at the

bottom of the search screen, T Include History I Camrect History ¢ otk hoxes are | eft
blank, you will enter in the Update Display mode. The system will automatically default
to the last method you selected. See Step 4 for more information.

@When choosing a member from the search results, please be sure you are choosing the
person you actually want to change data on. Verify the employee ID or national ID (SSN)
before making any changes.

CGHRSUP Users - click thelink as shown below in the work list to gain access to the
member’ s Entitlement Summary Panel.

orklist for MAPLDB07Y: Mark A Planitz

Frorm Date Frorn avork fterr Link

John A Herman 090452002 Entitlerments HREUP 1077911, 0, CF1, 2002-09-01, @_}Mam illarked @Massign
Approval HOIFCHM, 0, 000004
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Entitlement Panels. Either the Summary Panel or Detail Panel will appear depending on
which option was previously selected.

Select the Employee Entitlement Summary Panel from the icons located at the bottom | eft-
hand corner of the screen. The current selection will have no underline.

Emplovee Entittement Summary | Emplovee Enfitlerment Detail

The following screen appears.

Eniriomenis 1]l +2az LE
IE'- Q| Famiy3eparaton Mosanca ':"i'"l"“-ﬁl Famik Saparalion Allcwances, C stopped __'LJ
- 06- _
|I'r 2 imminant Crgr-Hosdie Fia Pay "-"“"'“-"l Imminent Danges Heatila Fro P stopped .'.",]
an o -5
E'}l\'!l A Faker b Saack | &!M"Hll::!. E".dr-"“hh_!

Emplies Ertilaman Summars | Emnglasee Entemsnt Detall

Select IBMETEIRE in the title bar.

CGHRSUP User - an asterisk next to the entitlement indicates that it is pending
approval (see below). Click the% button in the same row and then proceed to Step 7.

Entitlements el | (4] 14084 [P =

Iﬁﬂ Aviation Crew & Non-Crew HDIP Cnntinuel *ayiation Crew Member Hazardous Started [+ |
_ 2002-09-01

Wﬂ Flight Dieck Hazardous Duty Pay Cnntinuel Flight Dieck Hazardous Duty Inc Stopped
_ 1995-10-31

Iﬁﬂ Farnily Separation Allowance Cnntinuel Farnily Separation Allowance, C Stopped
- 19496-06-29

Iﬁﬂ Imminent Dngr-Hostile Fire Pay C'Z'Hti”'-“?l Imminent Danger Hostile Fire P Stopped
1944-11-30

ﬁ Sawve

Employee Entitlement Summary | Employee Entitlerment Detail
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Select the Bl o History button located at the bottom right-hand portion of the screen so that
all bonus payments will be shown in the next panel. If you are stopping, correcting, or

deleting an entitlement, use the BEerestHistory] py i,

Note: The current selection will have a white background.

> You may usethe '@ Uedateibiseisy] |y tton to start Advance OHA; however, we
recommend using the “Include History” mode so all payments will display.

» Usethe Bl ot Hstory) button to view al payments of Advance OHA. Only
new entitlements can be entered in this mode.

> Usethe BComsethistors] 1y 0 10 update or delete entries. A listing of all
payments will be displayed. Advance OHA cannot be deleted or corrected.

If an Advance OHA row existsin the Summary Pandl...

Click the S2Minue] by ion adjacent to Entitlement-Advance OHA. The Employee Entitlement
Detail screen will appear. (Go to Step 7)

|f an Advance OHA row doesn’t exist in the Summary Pand...

Click a button to the right of any entitlement. A blank entitlement line will appear below
whichever lineis selected.

Next, type “ADQO” in the look-up box || Q or use the magnifying glass to search for and
select the Entitlement-Advance OHA earning code.

Then dlick the Mg tton adjacent to Entitlement-Advance OHA to bring it up in the
Employee Entitlement Detail screen. (Go To Step 7)
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Employee Entitlement Detail Panel isthe main panel for entering or stopping entitlements.
If you have completed Steps 3-5, continue on to Step 7.

Follow these proceduresto bypass the Employee Entitlement Summary Panel.

Select the Employee Entitlement Detail Panel from the icons located at the bottom |eft-hand
corner of the screen. The current selection is not underlined.

Employvee Entitlerment Summary | Employee Entitlerment D etail

Select the B ncluce Hitory) button located at the bottom right-hand portion of the screen so that
all bonus entries will be shown.

Select from the displayed title bar to list all entitlements.

Scroll up to find the“ADQO” Earnings Code. If the Entitlement-Advance OHA codeisn’t
listed (after clicking MBUETEIER), click the 1 button from any entitlement as shown below.

PN r..:.u:}':T“:"n LR GhLa ]
[ FETH]
- L2 g : Al imind
Nawf Dl 1l'r-.'.|-:|“-u— I % Lmmngm Tm Desci ipfies i :ﬂ. [ndall Appiisw Lenieg Process Ty
i piimoaT B s [PEGIOC ) iess Colawe irer R D] Ao Carrrin = [=]

The following screen appears below the previous entitlement...

T T [ [ a =]

Bl d
L f'."_' T N :f_:'“m- Bt Mpes i Ve e
ey W
1 jonenns @ mear | o [ [ 3, r | ﬂ-j 'wl-'\--'|. =HEE=

Type“ADOQO” in the Earnings Code field or use the magnifying glass QA to search and select
the Entitlement-Advance OHA Code.
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Starting Advance OHA  (See Steps 8-10 for other options)

“Emiregs Civsiog [AE L) dafed i i [+]
Wwraai
Timt g A v
“Hml Dala Hep Calu Lmrengs Fpge Darwtd ipfon Fare Ol Fomica Déreeg Focess Pepa
TS T Seg Sl whan Sasich
t[inapms | El ro q F r _l-:nj_l_a._u--i-l F =1

Enter the following information...

Field Action

Start Date The current date is automatically displayed. Use the calendar button 2/ to select
the desired date. You can also Click & Drag over the date field to select the date
then Type the start date in MMDDYYYY format.

Start Time Pre-filled
Stop Date Leave Blank. Field will automatically update with same date as start date.
Stop Time Pre-filled

Earnings Type | Typein the codeif known or usethe R to search and select from alisting of
available earning types.

Description Pre-filled. Ensure the proper entitlement is shown.

Approva Pre-filled. (CGHRSUP Users - The status will automatically change from

Status Pending (P) to Approved (A) upon saving.)

Manua Row Select thisfield only when necessary to override pay edits. Business rule edits will
Switch not be turned off when thisis selected. Caution! Overriding pay edits may

result in errors and possible overpayment of entitlement.
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Step

(Con
t'd)

Field

Action

Click the M button to bring up the Supporting Data screen below:
Supperting Data

1080807 ADO 102472002 ADYOHA

Total Advance: Ib-':”:'

Humber Of Installments: I':'_

Installment Amount: 0.00

Date Repayment will Begin: I @
Date Repayment will End: | Edl
Rotation Date: | Edl

Unit Location Code: I

. 0k || Cancel |

Field Action

Total Advance Enter the total amount of Advance OHA the member is
reguesting.

Number of Enter the amount of months the member elects to repay

Installments the Advance OHA.

Installment Amount | PeopleSoft will automatically complete this field when
the information is provided.

Date Repayment Enter thefirst day of the next processing month.

will begin Normally the 1% day of the month following the month in which the
advance was paid.

Date Repayment Enter the last day of month.

will end

Rotation Date Enter the member’s rotation date from current unit.

Unit Location Code | Enter unit location District number (i.e. 14, 17)

Click the button when finished.
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Step 7 (Cont’'d)

Approve |

Click the Ml button and the following screen appears.

Supperting Data

1080807 ADD  1orz4iz00z  ADVOHA

Approval Status: Pending Originator ID:  DCONMWAY

Role Name: ||CGHREUF' Approver EmpliD: I— =\
- 0K || Cancel |

CGHRS (Clerk) Action

Complete the following stepsto route the entitlement for approval:

L eave the Approval Action field set to “ Approve’.

Type the employee ID of the approving official in the Supervisor ID field
or use the magnifying glass to search and select an employee ID.

Click the button to return to the Entitlements panel.

CGHRSUP Users

Takethefollowing stepsto approve, deny, or recycle the entitlement.

L eave the Approval Action field set to “Approve’ or Click the drop
down arrow to change the approval action.

Choose “Deny” if the entitlement is either inaccurate or improper.
| mportant! Please delete therow after selecting this option by

clicking the [=1 button in the Entitlements panel.

Choose “Recycle’ if kicking back the entitlement for further revision.

| mportant! Notify the CGHRS (clerk) to correct the entry when
selecting this option; otherwise, the row will be left as pending and will
clutter the system.

Disregard the Supervisor ID field.

Click the button to return to the Entitlements panel.
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Step 7 (Cont’'d)

Field Action
Earnings Not Required. Disregard thisfield.
Process Type
Bl save) Click this button (located at the bottom |eft of the screen) to route the entry to

approving official’ swork list or to approve the entitlement if a CGHRSUP user.

@ Approving Officials: You must click the approve button or make
a changeto the entitlement befor e saving; otherwise, the approval
action will not be effected. Once saved, the item will disappear from
your work list.




